SPECIAL EVENT & PARADE APPLICATION GUIDELINES

The City of Yakima desires to accommodate special events in the public spaces of our community and
does so for the social and economic benefits of the citizens and businesses of the community. Special
events will be considered for approval based on compliance with these Special Event Guidelines. Events
should be well organized and appropriately supported from the planning stages through clean up and
tear down.

The following information corresponds to the Special Event Permit Application form and is intended as a
guideline to assist those proposing an event in City of Yakima, WA.

Application forms must be signed and submitted by mail or in person. Applicants who do not live in or
near Yakima may submit applications via electronic mail (E-mail) along with the original application
submitted via mail (US Mail, Fed-Ex, UPS, etc). The person signing the application form is responsible
for ensuring that all special event conditions are met.

“Special Event” definition and application of these guidelines: a “Special Event” is any fair, show,
parade, run/walk, festival, or other publicly attended entertainment or celebration which is to be held in
whole or in part upon publicly owned property or public rights-of-way, or if held wholly upon private
property, will nevertheless affect or impact the ordinary and normal use by the general public of public
property or public rights-of-way within the vicinity of such event. Any person or entity who conducts,
promotes, or manages a special event or parade shall first obtain a special event permit from the
Economic Development Manager. The Economic Development Manager is authorized to issue permits
for special events occurring within the city limits, pursuant to the procedures established in YMC 9.70
Special Event - Parades. The Economic Development Manager is authorized to determine the special
event venue and may impose reasonable conditions on the use of the special events venue. A pre-
application meeting should be held no less than six months in advance of a new special event and no
less than three months in advance of a repeat special event. For that reason, persons proposing an
event in Yakima are required to review these Guidelines and contact the Economic Development
Manager to schedule an appointment to discuss the application requirements which may or may not
require the submission of every component of these Special Event Guidelines. A number of events and
activities do not require a special event permit, these events are listed in YMC 9.70.030. For more
information, contact Colleda Monica at Colleda.Monick@yakimawa.gov or 509-576-6772.

KEY ITEMS TO REMEMBER



mailto:Colleda.Monick@yakimawa.gov

(a) Special Event Fee — A $50 non-refundable permit fee must be submitted with your application.
Applications will not begin being processed until fee has been paid. New in 2016, a $100 late fee will be
charged for fees and applications turned in less than three weeks in advance for the event.

(b) Timeline — All application materials must be submitted at least 45 days in advance of the event. For
new events, we recommend submitting the application three to six months in advance. You must not
advertise the new event until approval is authorized by the Economic Development Manager.

(c) Cost Recovery — New for 2016, for-profit events will pay 100% of the Yakima Police Department
Services associated with the event. Non-profit organizations will pay 50% of the Yakima Police
Department services. The cost recovery police services fee will not apply to first amendment events and
the following community events: Memorial Day Parade; Cinco De Mayo Parade; 4th of July Celebration;
Sunfair Parade; Veteran’s Day Parade; and Christmas Light Parade. If it is determined that your event
will need City services, we will calculate those costs and communicate them with you within a week of
turning in your application.

(d) Event Insurance — Insurance coverage forms must be submitted 30 days in advance of your event.
Please pay special attention to the City’s insurance requirements described in the Special Event

Guidelines document.

(e) Tent fee — New for 2016, there will be a $10 per tent rental fee for usage of City tents to help cover
cost of maintenance, cleaning and repair of the tents.

APPLICATION

The following definitions and descriptions are to be used to assist special event applicants in completing
the Special Event and Parade Permit Application.

EVENT ORGANIZER CONTACT INFORMATION

(a) Contact Name — Please provide the event organizer’s name. The event organizer will be the point of
contact for working through the special event permit process with City staff.

(b) Organization Name — Please provide the name of the organization producing the event. If the
organization is a non-profit organization, please include the organization’s tax exempt identification
number.

(c) Organization Address — Please provide the full mailing address for the event organizer. The City will
send all mailed correspondence to this mailing address.

(d) Phone — Please provide the office or cell phone number for the event organizer and a fax number if
available.

(e) Email — Please provide an email address for the event organizer. If you would like additional people
copied on correspondence from the City regarding this permit please list their email addresses.



(f) Event website — Please provide the official website address where the event will be promoted.

(g) Public Liaison Contact — If not the event organizer, please provide the necessary contact for the
individual who is the public liaison for the event. Often times the City will receive requests from the
media asking for event information. The public liaison’s contact is what the City will provide to the
media.

(h) Onsite Liaison Contact — If not the event organizer, please provide all the contact information for the
individual who will be in charge on the day or days of the event. An on-site liaison must be identified and
must be present and available via cell phone during set-up, tear down and during the event. This
person must have the authority to make decisions on behalf of the event organizer and must be
accessible to City staff.

SPECIAL EVENT DETAILS

(a) Event Name, Detail and Beneficiaries: Please provide a short narrative including the event name,
details of the event and the beneficiaries of any fundraising. If this is a reoccurring event, please provide
details about new activities planned for this year.

(b) Event Location: Please provide details about the proposed event location including all streets
requested to be closed by the special event. The City reserves the right to work with the event organizer
to determine the best location for the event to be held. Events will be encouraged in the Downtown
Yakima Business Improvement District (DYBID) that increases the economic vitality of the district. Before
an event in the DYBID district will be approved, the Economic Development Manager will determine if
the event organizer should meet with business community representatives to discuss ways to include
their participation in the event.

(c) Event Times: Please provide start and finish times for each day of the event, including any additional
days and times required for set up and tear-down (including clean up). If applicable, performance
schedules and any other important times should also be provided. All contractors, suppliers and other
persons involved in any way with the event should be aware of these critical times and are required to
schedule their work accordingly. Setup and clean up times should only be as long as is necessary and
should be restricted only to required areas of the site. The City reserves the right to work with event
organizers to adjust event times if the event interferes with other events or business activity.

(d) Attendance: Please provide an estimate of the number of event participants and spectators. The
number of participants and spectators should be estimated as accurately as possible as they will be used
to determine the requirements of the safety plan, traffic plan and potential security deposit. For
parades, please list the number and types of vehicles, animals and participants.

(e) Notification: All residents and businesses within 300 feet of the event venue shall be notified in
writing of the event date, planned hours of operation and event content no less than 7 days prior to the
event. In the case of a parade, all businesses must be notified along the parade route and within 300
feet of the staging or break down area. The notification zone may be limited or extended based on
potential impacts determined by the Economic Development Manager. The City will provide the form to
be presented to the effected businesses and/or residents by the event. The acceptable ways to notify
businesses are:



e A letter mailed to each location or;
e A notice hand delivered to each effected location

(f) Traffic: Please identify all potential traffic impacts anticipated by your event. Special attention should
be paid to ingress and egress of all residential property near the event or parade route. The Economic
Development Manager and the Yakima Police Department may assist with developing a traffic plan
which minimizes disruptions to business and residential traffic flows. Note: emergency vehicle access
may stop, delay or otherwise interfere with the event. Vehicle movement on site may not be permitted
during times when the event is open to the public

(g) Parking: Please provide where attendees, vendors and volunteers will park at the event. City parking
may be available to accommodate some or all of the parking needs although impacts to the public’s use
of public parking spaces shall be limited. Parking arrangements for event staff, vendors and
entertainments must be arrangement in advance — they are not to use public parking lots. Events,
parades and jogging events requiring removal of access to public parking in the event location or along
the route require notification one day in advance of the event. Windshield reminder notices are
distributed by the organizer the evening before the event and any remaining vehicles are towed at the
time of the event.

(h) Disabled Access: Describe how the event will include provisions for access for persons with
disabilities. This is important both for the disabled and the increasing number of elderly which may have
an interest in attending the event. This includes parking and street access, pathways, washrooms and
viewing areas.

(i) Personnel: Please list the personnel involved in producing your event. It is extremely important the
event has an adequate number of properly trained staff and/or volunteers. The best laid plans require
excellent execution to result in a well-managed event.

(j) Community Noise Impacts, Event Sound: Events with outdoor entertainment, music, public address
systems and speeches (particular those with amplified sound) shall not unreasonably impact
neighboring residents or businesses. No event shall exceed a maximum decibel limit of 95dB measured
at the property line over a sustained period of ten minutes. During the site planning approval of the
event, the effective property line for sound approval will be determined. Outdoor music and
entertainment shall be limited to performing between the hours of 10:00 a.m. and 10:00 p.m.
Exceptions to the time constraints may be made if recommended by the Economic Development
Manager and approved by the City Manager. The event organizer is required to provide the schedule of
artists and entertainers to the City no later than 30 days prior to the event or as soon as the artists are
known to the event organizer.

Special events with outdoor music and entertainment shall work closely with the City to ensure the
notification procedures described in paragraph (e) above are followed. In addition, the City may require
additional notification as deemed appropriate by the City Manager or Economic Development Manager.

(k) Sale or Handouts of Food, Beverages and Merchandise: The event organizer is required to obtain a
City of Yakima General Business License (also referred to as a Business license) from the City of Yakima.
The business license can purchased at Yakima City Hall (129 North Second Street, 2" Floor or
www.yakimawa.gov) Each food vendor must obtain a food handler safety certification from the Yakima




Health District (509-575-4040 or www.yakimahealthdistrict.com). All vendor permits must be displayed
for inspection by the City of Yakima at all times during the event.

(1) Alcohol: Will the event serve alcohol? All sales of beer and liquor during an event require a license
from Washington Liquor Control Board and a Special Alcohol Use Permit from the City of Yakima (to be
approved by the City Manager and the City of Yakima Police Department). All regulations for selling and
serving alcohol must be strictly adhered to during the event. Events with planned sale or handout of
alcohol must indicate where the distribution or sale will be located on the Site Plan attached to the
application.

(m) Signs and Banners: How will sponsors be acknowledged? All event signs and banners must follow
the City code governing signs and banner. The event promoter/applicant is encouraged to meet with the
City’s Planning Division prior to producing any event signs to make sure signage meets City regulations.
The City recognizes sponsorship acknowledgment is often required by organizers in order to secure
funding for non-for-profit events.

(n) Temporary Structures: The location of larger structures such as tents, stages and portable toilets
must be included on the site plan. A tent is defined as: a portable shelter of skins, canvas, plastic or the
like, supported by one or more poles or a frame and often secured by ropes fastened to pegs in the
ground or other weighted items. Tents must meet National Fire Protection Association (NFPA) standards
and are subject to inspection by a City of Yakima code enforcement official. All tents must include an
affixed manufacturer’s label stating the tent meet NFPA requirements. If a label is not attached, it will
be the event organizer’s responsibility to produce documentation from the manufacturer that the tent
meets this standard prior to its acceptance. The City’s Building Official is required to inspect and approve
the final installation of all temporary structures over 400 square feet (excluding portable toilets). There
is a $94 fee for inspection of tents over 400 square feet.

The city may provide available tents bearing the brand of the City for usage with your special event. A
security deposit is required to use the tents.

(o) First Aid Provision: What are the planned first aid provisions for the event? Some events will be
required to have first aid provisions on site. The locations of these services must be indicated on the site
map.

(p) Safety: Please identify all potential safety issues on your site. The site layout should reflect
considerations for safety hazards for the event. For example, electrical cords should be taped down and
tripping hazards marked. A minimum access corridor of 20 feet width may be required on a street, or
anywhere else designated by the Fire Department, to allow access by emergency vehicles. No materials
which cannot be quickly removed or displaced (e.g. barricades) can be situated in this corridor. Access to
fire hydrants should also be unobstructed.

(a) Security: Please identify your security plan for your event. The applicant has a large degree of
responsibility for the behavior of event participants and is responsible for ensuring that appropriate
security is in place. Security personnel should be experienced and capable of handling the situations
which they may face. They should be in position at all scheduled times and have emergency protocol
and communication in place. Site design and event management (e.g. ticket sales) should also minimize
risk of security problems. City Police may assist with developing a security plan for the event and in
some cases Police approval will be required. If the event is held in an area lacking adequate street lights,



appropriate temporary lighting may be required for parking and pedestrian areas to ensure the safety of
event participants.

(r) Waste Management & Environment: Please identify the event’s waste management plan. An
effective Waste Management Plan goes beyond providing recycling containers onsite and indicating
trash and refuse will be collected. The waste management plan should include how event staff will pick
up trash, the locations or grease barrels if needed and staging areas where trash will be deposited
before it is hauled away. It is the responsibility of the event organizer to make arrangements for waste
removal and the pickup and haul away of any additional litter and refuse that is due specifically to their
event.

SITE PLAN AND/OR ROUTE MAP

A picture is worth a thousand words! A site plan is required for each location used for the special event.
This plan should be clearly presented, drawn to scale and include the date it was prepared (any revised
plans must include the date). The plan must include the location of all aspects of the event as described
in the application. This includes clearly indicating the locations of stages, tents, cables, hoses, sound
systems, portable toilets, litter bins, recycling bins and water holding tanks. All fencing, gates, entrances
and exits, including emergency exits and fire lanes must also appear on the site plan. Fire hydrants
cannot be obstructed and their location should be shown.

For parades, walks and runs associated with the event, the route as well as the assembly and dispersal
areas must be identified on the map. Indicate whether the event will take place on the sidewalk or the
street. Modifications of the submitted Site Plan and/or Route Map may be recommended by City staff.

Upon request, The City of Yakima can provide you a detailed map to assist you in preparing your site
plan. Please allow one business day for City staff to create the map.

CITY SERVICES

City services may or may not be needed for every special event. In 2014, the City began charging for
services required to produce the special event. Upon submittal of your application, the Economic
Development Manager will submit your required needs to the appropriate City departments to estimate
the costs required to perform the necessary services for the event. The cost will then be presented to
the applicant for approval. Upon approval, the fee will have to be paid in advance of a permit being
presented to an applicant.

The following is a list of City service that may be required for an event:

(a) Police: The City may require the presence of police to ensure public safety. A safety and/or security
plan will be prepared for all large events and for all events requesting closure of streets in the
downtown area. The safety and/or security plan must include a commitment on the part of the
organizer to provide or fund sufficient resources to complement those provided by the City and
successfully implement the plan. Only Police or others designated by Police have authority to undertake
traffic control duties in the City of Yakima. Police must be on location where there are road closures.
Any event using streets may not begin until the senior police officer on site ensures that the route is
secured and all required resources are in place.



(b) Fire Department: Fire personnel may be required by the City to ensure public safety. Most
requirements of the Fire Department will be undertaken during the approval process and through any
required inspections of the site setup.

(c) Street Occupancy: Summarize the specific requirements for supporting traffic, transportation and
parking. The City’s Public Works division will typically provide and setup the necessary traffic control
equipment (e.g. barricades, lane divider (bean) poles, signage) to ensure street occupancy needs are
met and the safety of participants and the public is ensured.

(d) Equipment: The City of Yakima may be able to lend organizers traffic control equipment, such as
barricades, cones, lane divider (bean) poles and safety vests for their own deployment. A deposit for
equipment will be required.

(e) Access to Water or Power: The City of Yakima may be able to provide access to water or power at
some sites. Describe how much power is required and how it is intended to be distributed.

EVENT INSURANCE REQUIREMENT

The following is list of insurance requirements for event organizers in the City of Yakima. Event
organizers are required to submit evidence of liability coverage to the Economic Development Manager
no less than 30 days prior the event. The liability coverage will be reviewed by the City Attorney. The
City of Yakima must be named as an additional insured on all insurance policies.

All special events permit applicants should provide the following minimum insurance requirement:

(a) Commercial General Liability (Occurrence Form). One million dollars per occurrence/two million
dollars aggregate combined single limit liability for bodily injury and property damage. If other than the
standard CG 00 01 form is used, the policy shall be furnished to the city attorney for review and may be
rejected based upon the specified policy exclusions. If animals are included in the event, no animal
exclusion will be allowed or approved. The policy shall not contain an assault and battery exclusion.

(b) If sponsor owned or rented vehicles are involved in the event: automobile liability at one million
dollars per occurrence combined single limit bodily injury and property damage. This includes coverage
for any owned, hired or non-owned vehicles. If the sponsor of the event does not own the vehicles that
will be used in the event, then only hired and non-owned auto liability may be required, which can be
included on the commercial general liability policy.

(c) If liquor is served at the event: liquor liability coverage shall be required at a one-million-dollar
liability limit.

(d) The applicant shall provide a certificate of insurance as proof of the insurance required above that
clearly states who the provider is, the amount of coverage, the policy number, and when the policy and
provisions provided are in effect. Said policy shall be in effect for the duration of the permit. The
certificate of liability insurance policy shall name the city of Yakima, its elected officials, officers, agents,
employees and volunteers as additional insureds, and shall contain a clause that the insurer will not
cancel the insurance without first giving the city prior written notice. The insurance shall be with an
insurance company or companies rated A-VIl or higher in Best’s Guide and admitted in the state of
Washington, or an A-VIl rated approved surplus lines carrier. If the city is damaged by the failure of the



applicant to maintain the above insurance or to notify the city, then the applicant shall bear all costs
attributable thereto. An expiration, cancellation, or revocation of the insurance policy or withdrawal of
the insurer from the insurance policy automatically suspends the permit issued to the applicant until a
new insurance policy or reinstatement notice has been filed and approved as provided in this section.

(e) As a further condition of the issuance of any permit, the applicant shall defend, indemnify, and hold
harmless the city, its elected officials, officers, agents, employees and volunteers from and against any
and all claims, causes of action, damages, losses, and expenses of any kind or nature whatsoever,
including but not limited to attorney’s fees and court cost, arising out of, relating to or resulting from
the parade or special event and/or the application for the parade or special event.

GENERAL CONDITIONS FOR PERMIT APPROVAL

Upon the issuance of a special event permit from the City of Yakima, the following general conditions
will apply:

e The organizer shall not use the site or route for any other purpose than that stated in the
permit.

e The organizer shall be responsible for returning the site, route and/or any City equipment to its
original clean condition following the event.

e The organizer shall be liable for any damage done to the site or route or City equipment during
the event.

e Nothing can be fastened to, hung from or placed in trees, planters or other City property
without specific permission.

e The City shall require a security deposit in an amount estimated to cover the cost of City services
and potential damage to City facilities. The amount of the deposit will be based on the location
and the projected event attendance and will be determined by the Economic Development
Manager. Major event deposits will range from $2,500 to $5,000. The security deposit must be
paid for upon issuance of the permit.

CONDITIONS AFFECTING THE ISSUANCE OF A SPECIAL EVENT PERMIT

The Economic Development Manager will have the power to authorize a special event permit if the
event meets all of the following conditions:

e The special event will not substantially interrupt public transportation or other vehicular and
pedestrian traffic in the area of its route;

e The special event will not cause an irresolvable conflict with construction or development in the
public right-of-way or at a public facility;

o The special event will not block traffic lanes or close streets during peak commuter hours on
weekdays between seven a.m. to nine a.m. and four p.m. to six p.m. on streets designated as
arterials by the City’s public works department;

e The concentration of persons, animals or vehicles will not unduly interfere with the movement
of police, fire, ambulance, and other emergency vehicles on the streets;

o The special event will move from its assembly location to its disbanding location expeditiously
and without stopping en route;



e The special event will not substantially interfere with any other special event for which a permit
has already been granted or with the provision of City services in support of other scheduled
special events; and

o The special event will not have significant adverse impact upon residential or business access
and traffic circulation in the same general venue.

REASONS FOR DENIAL OF A SPECIAL EVENT PERMIT

The Economic Development Manager may deny a special event permit to an applicant if:

e The special event will create the imminent possibility of violent disorderly conduct likely to
endanger public safety or to result in significant property damage;

e The applicant has failed to provide the necessary insurance documents or security deposit;

e The special event will violate public health or safety laws;

e The special event fails to conform to the requirements of law or duly established city policy;

e The applicant demonstrates an inability or unwillingness to conduct a special event pursuant to
the terms and conditions of this chapter;

e The applicant has failed to provide an adequate first aid or emergency medical services plan
based on special event risk factors; or

e The applicant has failed to pay all fees due from previous special events.

A denied permit can appealed directly to the Yakima City Manager who will issue his written response
within seven working days of receiving a written appeal.

PERMIT COMPLIANCE AND EVENT CANCELLATION

1. The City retains the right to cancel the event up to and including the day of the event, or at any
time during the event in an emergency or if the applicant does not adhere to this or any other
related permit conditions. Organizers must designate a named on-site liaison person with
authority to ensure compliance with permit conditions or stop the event if necessary at any time
during the event. Permits must be picked up prior to your event and must be in possession
during your event. Hosting your event without a signed permit agreeing to the conditions
imposed by the City is the equivalent of having no official permission to host your event on
public property.

ADDITIONAL CONDITIONS AND COMMENTS FROM THE CITY MAY BE REQUIRED AND IF SO WILL BE
INCLUDED IN THE APPROVED PERMIT.




